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POLI CE CAPTAIN

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses responsi bl e supervi sory and
adm ni strative positions, the primry duty of which is managi ng
one or nore police departnent services or divisions. Enployees
of this class supervise the activities of an assigned shift or
di vision, produce records to docunent activity in assigned

areas, inspects and mmintains equipnment, perforns public
relations duties, and manages assigned |aw enforcenment
functions. Duties of this class are perfornmed with a high

degree of independence, reporting to and havi ng work revi ewed by
t he Assistant Chief of Police. This class ranks directly bel ow
t hat of Assistant Chief of Police.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Manages | aw enforcenment functions of the department, including
patrol, traffic control and accident investigation, crimnal
i nvestigation, handling of juveniles, and special tactical
operations. Manages the work of an assigned area of departnment
operations, including all enployees, equipnent, and activities
in that assigned area. Deploys avail able man-power in a manner
that nost effectively provides the required services while
m nimzing expense. | nspects and evaluates the assigned
departnment services and takes appropriate action to correct or
i nprove problemareas. Monitors any |local conditions which nmay
create situations the departnment may be called upon to handl e.
Devel ops and inplenents a safety program for the departnment.
| nvestigates accidents involving departnent equipment or
personnel and nmakes recommendations on procedures to avoid
future accidents. Manages a personnel recruitnment and sel ection
programfor the departnent. Reviews incom ng conmuni cati ons and
routes work to the appropriate person or |ocation. Researches
potential grants and conpletes grant applications in order to
obtain funds for specific prograns.

Records expenses, di sbursenents, and related financial
transacti ons of assigned accounts in order to maintain accurate
fiscal records. Authorizes expenditure of funds allocated for
police departnment operations. Revi ews and approves purchase
requi sitions, vouchers for paynent, or related financial records
and sees that they are submtted to the proper authority.

Ensures that accurate records of departnent activity are
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mai nt ai ned. Supervi ses the preparation and naintenance of
departnental records and reports by review ng records conpl eted
by subordinates and by periodically inspecting systens and
facilities for maintaining such. Conpletes records and wites
reports to docunent the activity of the departnent. Wites
departnmental nenoranda and prepares news releases or any other
type of official department position paper for publication.

Pronotes a positive public inmge of the work of the departnent
in the daily performance of duties and by interacting wth
conmuni ty nmenbers. Handl es inquiries or conplaints from the
public about the operation of the police departnment.
Coordi nates the work of the departnment with related federal
state, and | ocal agencies. Serves as an official departnment
representative to any neeting assigned and acts as a depart nment
representative to the news nedi a.

Determ nes target areas for crime prevention or comrunity
relations efforts. Develops a comunity relations programto
nmeet identified community needs. Wites and delivers speeches
or denonstrations on crine prevention or related | aw enforcenment
topics to schools, clubs, or civic groups.

Supervi ses subordi nate police departnent enployees. Revi ews
work to be done and delegates assignnments. Qutlines
responsibilities and duties; sets task priorities and | ong term
goal s; and provides subordinates with necessary resources to

accomplish their jobs. Hol ds formal neetings with groups of
subordi nates for the purpose of receiving reports, dissem nating
information, or discussing work problens. Monitors work pace

and progress of assigned jobs in order to determne if changes
in method, additional training, assistance, or additional tine
are required. Eval uates the work performance of subordi nates
and wites enployee evaluation reports. handl es enpl oyee
conpl ai nts and gri evances. Maintains discipline anong enpl oyees
of the department by conducting corrective interviews and
recomendi ng disciplinary action to the Appointing Authority.

Assi sts in the devel opnent and nanagenent of a training program
for the departnment. Evaluates training needs and provides for
enpl oyee training at all |evels. Consults with smaller |aw
enf orcenent agencies in surrounding areas, providing themwth
techni cal expertise, assistance, and cooperation in training
and/ or | aw enforcenent efforts when required.

Perforns any rel ated duties assigned.
QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be met by the filing deadline for application to the test.

Must neet all requirenents of the Minicipal Fire and Police
Civil Service Law, including passing a Civil Service exam nati on
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for the position.
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After offer of pronotion, but before beginning work in this
cl ass, nmust pass a nedi cal exam nation prepared and adm ni stered
by the Appointing Authority, designed to denonstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout reasonabl e accommdati on.

Must be a regul ar and pernmanent enployee in the class of Police
Li eut enant i mmedi ately preceding the closing date for
application to the board.
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